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RECORDS SERVICES DIVISION

1EMeRayeihcss oFFIcE

MEMORANDUM FOR: GEbwf, Acting Hanagemord Officer
Management Imorovement Stalf

SUBJECT s Proposed Bandbook fo, [ |Glossary of
Intelligence Terminology

1. The subject memorandum recuests the coments of the
Oenieral Services Offics with respect to certain questions corvern-
ing the puhlication of e proposed Glossary of Intelligeice
Tarminolozy, The questions asked and the answers with respect to
the records managezent funciion are as follows:

(=} tion: Is there a genaral need Tor a glossary as
an aid to m!;%!ﬁ&’mamsng of intelligence termirology and
accuracy of comunication?

war's We feel that there is 3 general need for a
CIA Qlopsary o selligence Terminology., However, the glossary
should not be limited to intelligerce language. OF equal need and
interest to CIA persomnel are the mmerous ierms commonly used in
sommection with Personnel, Treining, loglstics, Pinance, and other
adwinistrative functions,

{(b) Question: Should use of a general glossary be a
matior of,

{1) the discrebion of individual emplayees
{2) intra~office policy

(3) Agomoy poliey?

; tﬁafaslt}mttmglwsmahwldheua&dm
s matter of Agemcy policy,

{e) % tlon: Is the scope of the OIR Glossary sube
stantially sdequate Lo cover the asctivilies of your component? If
‘ whnt major categories of intellipence terminology must be arme
m«; or added to the Olossary?

s The activities of this office are entirely
an pdninistrative mture and are not covered by the proposed
Gloesary. If the suggestion made in answer to Question (a) is
adopted, it is recomsended that the attached list of terms commonly
ugad in comection with the Agercy Records Management “rogram be
inciunded. Thers are many additional, rather technical, terms
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wsiich are not shown on the attached list, They have been omiited
because thay will not have the same zeneral usare as the proposed .
extries and thay will be included in related handbooks distributed
to personnel actively engaged in such work.
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Ckiefl, Records Management gramh
Attachmert
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GLOSSARY OF ‘TERMS

AREA RECORDE OFPICERs  An inddvidual ssalzned the responsibiiity
Tér adwinistering » records manegewernt progrswm for o speclifie
vrganizationnl elonent.

CORREESPONIERCE MANACEMFNT:  The streawlinisg and improvement of
TorTespondence Through the installation of Form letters, cor-
reapondex ayatems, sod other shortouts; stondsrdization of
corregpondence practicus in accordance with an agency corves-
pondence manual and through the developwent of supplements o
this wapual or other written guldes; the training of leider
writers and typists.

PORME NMABAGRMENT: A specialized progranm designed to eliminate
unnecesgery rorms, stanterdive and improwe ngcesssry Tores ond
related ymwé&xma » and control the ereation of peaw forus.

*z@mﬁmmm MATERIALY Library and museum waterisl wede or ascgquired
Pregerved solely Tor reference or exhibition purposes,
extra coples of decumente preserved only For conwenlence of
meforance, and stocks of publicetions or prosessed docwsenis.

RECORDSs ALl books, pepers, nups, photographs, flles, recordings
OF other documentary saterial, regavdless of physisal form or
characteristic, made ov received by any portion of the Agency
In pursvance of Fedeval lew or in conpootion with the trans-
avtion of public baniness and preserved or appropriate for
presavvabion by the Agency or ite legitimmte suoonggor as evl-
denve of the organization, funotion, policies, desisions, pro-
sedures, operations, or other setivities of the Governwment, or
beesuse of the informgptionn? Jdata contained therein.

RECORDE CENTEH: The fmelllty established for ihe recelpt, wain.-
Tenanie , wwwiwg and dlsposition of the noncurrent records
of the Agency.

RECORDS CONIROL SCREDILE: A written plan for the disposition of
TECOraB . 1L Includes the followving informatiocnt

1. An identifiention of the series of records of each
fusetion or organization that ghould be preserved,
and 2 plan for thely retivewent.

2. An ddentification of the series of records of each
funetion or orgenlzation that are dlsposable and »
plan for their periodiec dlsposal and/or retivement
prior to thelr disposnl.

RECORDE DIBPOSITIONG: A progres designed 4o legally and systew-
aticA Ly disposs of (either through destruction or transfer to
a Beoords Center,) those records wvhich have sutlived thelr use-
fulmene Lo current operations. MHiecrophotography is owployed as
a teckolaue in this program.
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TEME: A progrem aimed st the efficient eatabllsboent;

3 revigion of uniform procefures and systens fop re-
mﬁm, orgmmm 7y waing and meintaining records, Inoiuding
the paiterns Tor processing docsusentsn, the weohunizabion of
raporwork prooasges, the esteblislment of controls for ciamaiiy-
ing-flling-aegragating records, and the Aeveloment of doou-
wmenintion techniouves and reference servicea. Mlovophotography
in fregueontly employed in the solution of record systesm prohloms,

RERCRTH AGEMENT: A specialised program designed to eliminate
UAnEsessary veports, luprove neceessry veporis and related pro-
coduren, and control the creation of proyosed reports.
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Name of Program

. Records
Management

Reports
Management

' - Correspondence
Management

~ Directives

Systems

Forms
Management

Vol.III Noo 10 ’
Enclosure (1)

Records Management Nomenclature

w¥Suggested Titles of Pro=-

Definition of Program  gram Personnel

An over~all program designed Records Management Officer
to control the creation, main- or

tenance arnd use, and disposition Records Manager
of records. Also applies to a or

program encompassing two or more Records Mgt. Coordinator
of the specialized phases. Reports Management Officer
' or

A specialized program designed Reports Management Analyst
to eliminate unnecessary reports,

improve necessary reports and re-

lated procedures, and control the

creation of proposed reports.

The streamlining and improvement Correspondence Mgt, Offi-
of - correspondence through the in- cer

stallation of form letters, cor- or
respondex systems, and other Cogrespondence Mgt. Anal-
shortcuts; standardization of yst.

correspondence practices in ac-
cordance with NeM and through the
development of supplements o thée
Navy Correspondence Manual or
other ‘written guides; the train-
ing of letter writers and typists.

A program aimed at standardizing Directives Mgt. Officer
and simplifying the methods for or
issuing and maintaining direct- Directives Analyst
ives in order to eliminate direct-

ives which duplicate, overlap or

conflict; to improve the adequacy

and coverage of directives and i-

dentify gaps in policy and proce-

dures; to eliminate duplicate

writinz, printing and distribut-

ing; and to improve reference

aids.

A specialized program designed to Forms Management Officer
eliminate unnecessary forms, stand=~ or

ardize and improve necessary forms Forms Management Analyst
and related procedures, and control

the creation of new forms.

#These are suggested Program titles. It is realized that mdny activities pre-
fer organizational titles such as Head, Records Mgt. Branch, etcs As in
other professions these titles may not always coincide with Civil Service
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A
-.QT-ame of.p Program

« Raecord
Systems

Records
Disposal

Office
Equipment
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Definition of Program

A program aimed at the efficient
establishment, review, and re=-
vision of uniform procedures and
Systems for receiving, organiz-
ing, using and maintaining re
cords, including the patterns
for processing documents, the
mechanization of paperwork pro=-

.césses, the establishment of

controls for clagsifying-filing-
Segregating records, and the de-
velopment of documentation teche
niques and reference services,
Microphotography‘is frequently
employed in the solution of re-
cord system problems,

A program designed to legally
and Systematically dispose of
(either through destruction or
transfer to g Records Center,)
those records which have out-
lived their usefulness to cur-
rent operations, Microphoto-
graphy is employed as a tech-
nique in this brogram,

A program designed to assist
in the selection, control and
utilization of office equip-~
ment., |
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-5
roved For Release 2005/11/21 : CIA-RDP70-00211R000300110064

Title of Program Officer

Record Systems Officer

or

Record Systems Analyst

Records Disposal Officer

or

Records Disposal Analyst

- Office Equipment Officer

or

‘Office Equipment Analyst
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